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Microsoft Word Exercise #19: Tables (Formatting)
To enhance the appearance of the text in a table and make it easier to read, you can format it using the buttons on the Formatting toolbar just as you would when formatting any text in a Word document.  In other words, just about all of the formatting techniques you learned about in previous exercises are as applicable in tables as they are in free form text.  In this exercise, we will be practicing some of them.  By following the steps below, you will enhance the clarity of your contacts table and make it more visually appealing.
As in text, you can use the buttons on the Formatting toolbar to change the appearance and the alignment of the text in a cell.  In this exercise, you will be changing borders and shading as well as the color of the font within the cells of the table you created in the last exercise.  We will also be altering the orientation of the page to allow for larger columns and we will also change the width of one of the columns to make room for more text.
1. Turn on the computer and boot Windows 2000.

2. Log in to Windows.

3. Launch Microsoft Word.

4. Do one of the following:

a. Open the file containing the table of names and addresses which you previously saved to your floppy disks at the end of exercise #18.  It should have been stored as “Contacts.”

b. Refer to exercise #18 and create it from scratch.

5. Select the first row of the table which contains the titles of each of the columns.
6. Click the Bold button on the Formatting toolbar.  The text in this row will now appear as bold typeface.

7. Select the entire table by highlighting all of the rows.

8. On the Format menu, select Borders and Shading.

9. Make sure that the Borders tab is selected.

10. Change the line width to 3 points by clicking on the width dropdown arrow.

11. Click the Grid button and then click OK.  The outline of your table should now be set in 3 points.

12. Select the second row in the table.

13. While holding down <CTRL>, select the fourth and sixth rows in the table.

14. Bring up the Borders and Shading dialog again from the Format menu.
15. Click on the Shading tab.

16. Select the color red and click OK.  These rows should now be highlighted in red.

17. Now select the third and fifth rows of the table in the manner prescribed above.

18. Now make these rows yellow.

19. For some added effect, select the first row of the table.

20. Click the Font command from the Format menu.

21. Click the text effects tab and select the Blinking Background option.

22. Click OK.  The first row of text in the table now flashes.  If you wish, type <CTRL> - <Z> to undo this change.  Feel free at this point to experiment with the additional text effects in that dialog.

23. Select Page Setup from the File menu.

24. Select Landscape in the Orientation portion of the window and click OK.  The page is now displayed on the screen in landscape format.
25. Enlarge the Address column by clicking and holding the mouse on the second column of the horizontal ruler.
26. Now drag the mouse about two inches to the right.  The size of this column is now increased.
27. Save the updated version of your table as “Contacts2.”

28. Call your teacher for a grade for today.

Homework (due by the next class): if you haven’t already, purchase a 3.5” floppy diskette.  Also create a short table with at least five entries for use in another class.  Please feel free to consult with your teacher if you have other ideas.  Examples include: 

· listing populations in certain areas during a given year for American Government class (with the names of states in one column and the population in another column)
· creating a table of homework assignments and the dates which they’re due (with the class in one column, the description of the assignment in a second column and the due date in the third)
